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Supervisor/Manager or the definition of Supervisor in 5.U.S.C. 71 03(a)( I 0). 

® 161 Lead Position leads a team performing one-grade interval work and meets the minimum requirements for application of Part I of the Work Leader 
Grade Evaluation Guide (WLGEG) or is under a wage system and meets simi lar minimum requirements as specified by those job standards or other 
directives of the appl icable pay system. 

® 171 Team Leader. Position leads a team performing two-grade interval work and meets the minimum requirements lor application ofJ)art II of the 
WLGEG. 

® 181 All Other Positions. Position docs not meet any of the above definitions. This is a non-supervisor/non-managerial position. 
9. SUPERVISORY CERTIFICAT ION I cenify that this is an accurate statement of the major duties and responsibilities of this position and its organizational relationships and that the position is necessary to carry out governmental functions for which I am responsible. The cenification is made with the knowledge that this infom1ation is to be used for statutory purposes relating to appointment and payment of public funds. and that false or misleading statements may constitute violations of such statutes or their implementing regulations. 

[ a. /4Name and Title of Immediate Supervisor 

[fya n Tj Jac~ Chieyof Staff 

/ ..ype<tJame and Title of Second-Level Supervisor 

1 E. Scofl Pruitt, Adl}(inistrator, EPA 

10. OF~ICIM CLA~IFI¢ATION CERTIFICATION: I ccn1fy thafthis position h~ bccn / las\ ifieq{grad ' d as reQuired by TitleS. U.S. Code. in cof<li>rmancf " ith standards publ~l"\ d by tli U.S O ffice of Personnel Management or. if no published standards apply q(recttf. c,6ns ist ntly with the most applicable published standards. 
a. Promoticftl Potential l ) y 
~This position has no promotion potential@ If position develops as planned and employi.'e1)rogresses satisfactorily. this position has known promotion 

potential to grade: 
b. PSB Risk Designation c. Financial Disclosure Form d. " Identical, Additional" (lA) e. FLSA Determination f. Functional 
@ I Low OGE-42Q_Required Allocation This position ® NO EXEMPT ® Classification 
® 2 Moderate <QGE-278 Reguii'i!d::> ® may be IA"ed ~ Code 
® l>( lligh No financial disclosure ~nay not be lA "cd (• check exemption category ) 
Security Clearance forms required ® is limited to current incumbent ~Administrati ve 
Required: Yes _ _ I ®'r>rofessional ® Executive 
g. Bargaining h. Check, if applicable: i. Classifier 's Signature 
Unit Code ® Medical Monitoring Required 

I I. REMARKS 

® Extramural Resources Management Duties ( % of time) 
® This position is subject to random drug testing ( ) 

I 

j. Date 





DEPUTY ASSOCIATE ADMINISTRATOR 
FOR CONGRESSIONAL AND INTERGOVERNMENTAL RELATIONS 

GS-0301-1 4 

INTRODUCTION 

This position is located in the Office of the Administrator. Office of Congressional and 
Intergovernmental Relations (OCIR). The incumbent will serve as Deputy Associate 
Administrator for Congressional and Intergovernmental Relations. 

The Office of Congressional and Intergovernmental Relations coordinates involvement of EPA 
officials with State and local/small town government officials and communicates tlu·ough the 
appropriate Agency and other forums. The Office coordinates and provide ted1J1 ical assistance 
between Headquarters/Regional components and State and local/small town governments in 
revolving broad. issue-oriented intergovernmental problems. It works with Regional 
Administrators to develop and encourage adoption of improved methods for dealing with the and 
local/small town governments on specilic EPA ini tiatives, coordinated the development and 
implementation of the Agency's efforts to redefine EPA State Relations under the National 
Environmental Performance Partnership ystems ( EPPS). and manages and supports the 
Agency"s Local Governmental Advisory Committee (LGAC). the Small Community Advisory 
Subcommittee (SCAS). 

Additionally, the Oflice Advises the Associate Administrator. Principal Deputy Associate 
Administrator and other Key Off-ic ial s on all congressional and policies of the Agency. 

MAJOR DUTIES AND RESPONSIBILITIES 

I. The incumbent serves as the Deputy Associate Administrator and oversees the 
development of Agency policy pertaining to both the Intergovernmental Relations 
program of the EPA and the Congressional Affa irs aspect of the office. This requires 
close collaboration with Officials within the Agency, Members of Congress, the Office of 
Management and Budget. the Executive Office of the President, Governors, industry, and 
others to determine needs and issues requiring attention. Develops programs plans for 
the operat ion of the orfice. 

2. Assists the Associate Administrator in developing Agency policy pertaining to 
congressional and legislative am1irs programs. Col laborates with Agency officials, 
Members of Congress, the Office of Management and Budget, Executive Office of the 
President. etc .. to determine the need for. and the timing of. appropriate environmental 
legislation. 





3. Establishes and maintains working relationships with stakeholders within the Agency 
program officials and those outside the Agency; this includes Members of Congress and 
their staffs and other constituents to keep abreast of thinking and plans which affect 
Agency Programs. Works with all appropriate parties. as requi red, to implement the 
Agency's programs on intergovernmental relations and congressional affairs. Assist the 
Associate Administrator in determining priority of legislative goals. Works with the 
Office of General Counsel. as required. to implement the Agency's programs on 
legislative development. 

4. Recommends and coordinates personal involvement by that Administrator/Deputy 
Administrator in relation with State and local governmental officials. Works with 
Regional Administrators to encourage the adoption of methods for dealing effectively 
with State and local govenunents and to ensure that State and local governments are 
brought to bear in the development ofspec il~c EPA policy and program initiatives. 

5. In concert with the Associate Administrator, conducts ongoing liaison with the 
organizations within EPA Headquarters and Regional Offices, the White House, the 
Office of Management and Budget. other Federal Agencies. and Members of Congress to 
assure the development of a responsible legislati ve program. In such dealings, represents 
and speaks authoritatively for the Associate Administrator. The incumbent will act as a 
source of information for the Associate Administrator to keep hinllher informed of 
significant happenings and trends. 

6. Serves as the principal source of advice and information to the Administrator on 
CongressionaL State and local governmental relations and concerns. Also. represents the 
Agency in coordinating and providing technical assistance between 
Headquarters/Regional components and State and locallsmalltovm governments in 
resolving broad. issue-oriented intergovernmental problems. 

7. Initiates and maintains contacts with officials in other government agencies, Executive 
Office of the President, Office of Management and Budget, non-government agencies. 
associations. industry. special interest groups. congressional committees. individual 
Members of Congress. representatives of the media, and others to assure the development 
of a responsive intergovernmental relations program. Serves as the focal point for 
officials of the Agency to obtain information on developments affecting actions and 
trends. 

8. May represent the Agency at the White House or before Congressional and interagency 
conference. Carries out special assignments to explain the Agency's legislative mission 
and objectives. As required, briefs the Associate Administrative and other key officials 
regarding congressional issues. 

9. Coordinates the Agency"s appearances at Congressional hearings. This includes 
coordinating the drafting of testimony and obtaining Agency concurrence on testimony; 
clearance of testimony through OM 8: preparation of Agency witnesses: summarizing the 
hearings for senior management and coordination of responses to questions presented at 





Congressional hearing. 

I 0. Directs the activities and provides guidance to those staff members assigned to the 
intergovernmental functi on. Supervises the preparation of background materials related 
to the intergovernmental relations and requested by external EPA stakeholders. Directs 
and manages the staff and resources of the office to assure maximum utilization and 
assure flexible and timely responses to changes priorities. goals and needs. 

I I. Performs other duties as assigned. 





SUPERVISORY GUIDE FACTORS 

Program Scope and J·: rtcct Factor 1-3 550 points 

Directs a segment or a professional, highl y tcchnice~l, or complex administrative program. 
Involves the development of major aspects or key Agency scicntili c, lcgnl, administrntivc, 
regulatory, policy development or comparable. highly technical program. 

Organizational Setting Factor 2-3 J 50 points 
The position is accountab le to a position that is SES level, or equivalent or higher level: or to a 
position which directs a substantial GS-15 or equivalent subordinate supervisors, oflicers, 
contractors, or others. 

Supervisory/Managerial Authority Exercised Factor 3-2 450 points 

Exercises at least nine or the following supcrvisory authorities and responsibilities: 

Provides technical requirements and descriptions or the work to he accomplished. 
Plan and establish the work schedules, dead lines, and standards ror acceptable work; 
coordinate and integrate contractor work schedules and processes with work of 
subordinates or others; 
Track progress and quality or performance; arrange for subordinates to conduct any 
required inspections: 
Plan work to be accomplished hy subordinates, set and adjust short-term priorities, and 
prepare schedules l(>r completion or work: 
Assign work In subordinates based on priorities, selective consideration of the difficulty 
and requirements or assignments, and the capabi lilies of employees: 
Give advice, counse l. or instruction to employees on both work and administrative 
mat tcrs: 
Interview candidates lor positions in the unit: recommend appo intment, promotion, or 
reassignment to such positions: 
I lear and resolve complaints from employees, rclcrring group gri evances and more 
serious unresolved complaints to a higher level supervisor or manager: 
Effect minor disciplinary measures such as warnings and reprimands, recommending 
other act ions in more serious cases; 
Identify developmenta l and training needs of' employees. providing or arranging for 
needed development and training. 
Find ways to improve production or increase the quality or work directed; 
Develop Performance standards. 

Personal Contacts 

Nature or C:ontm:ts Fm:tor 4A-3 75 points 

Contacts include those which take place in meetings unci conferences and unplanned contacts for 
which the employee is dcsignnted as a contact point by higher mnnagement. They often require 





extensive prcrnmtion ofhricfing rna!L:rbls lH. up to Jatc technical fwniliariLy wi th complex 
subject matter. frequent conwcts arc comparahk to any or the following: 

lligh n111king military or ~ i v i l ian managers. supervisors, and technical staiTcll bureau and 
major organization level or the Agency; with Ag~ncy h~adquarters administrative support staft~ 
or' ith comparable pcrsonm:l in other F~lh..:rnl agcm:i~..:s: 

Key staff of public interest groups (usually in formal hriclings) with signiticant politic~ ! 
inllUCIICC or media covcrngc: 

Journalists representing influential ci ty ur county newspapers or comparable radio or 
television coverage: 

Congressional commillec and suhcommiltce stall assistants below stall director or chief 
counsel levels: 

Contmcting officials and high level technical staiT or large industrial linns; 
Local onicers of regional or national trade associat ions. public action groups. or 

professional organil'.ations: and /or State and loc(J I government manngcrs doing business with the 
Agency 

Purpose or Contacts Fnctor 413-3 I 00 points 

The purpose o r wntacts is to justify. defend, or negotiate in representing the project, program 
scgmcnt(s). or organizational unit(s) uirccted, in obtain ing or committing resources, and in 
gaining compliance with cstablishcu polici<.:s. n:gulations. or contracts. Contacts at thi s level 
usually involve adivc pani<.:ipation in conlcrcnces, meetings, hearing. o r presentations involving 
problems or issues or consiuerablc conseq u~..:ncc or importance to the program or program 
scgmcnt(s) managed. 

Di rtieulty of Typical Work Directed Factor 5-& I 030 points 

The highest gradcJ non-supervisory work directed, which requires at least 25%l of this position 's 
duty time, is GS-13 or higher, or equivalent. 

Other Conditions Factor (>-6 1325 points 

Supervision and oversight involves exceptional coordination and integration or a number or very 
important and complex program segments or programs of professional, scientific, technical. 
managerial. or administrati ve work comparable in di niculty to GS-13 l)r higher level. 
Supervision and resource management involves nu~jor decisions and a<.:tions which have a direct 
and substantial ertect on the organizations and programs managed. 
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